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Resulting from a project in which a curriculum for an 
occupational therapy program was developed through task analysis, 
this manual contains guidelines for developing curriculum guides 
using job analysis data. The development process consists cf 13 
procedures which are organized into these four categories: (1) 
Organization of a project staff, (2) Development of job analysis 
procedures and the collection and synthesis of job analysis data, (3) 
Organization of work activities into new job descriptions, and (4) 
Development of curriculum guides. Each procedure consists of a title, 
discussion of the strengths and weaknesses of part or all of the 
procedure, and step-by-step explanations to accomplish the 
procedures, which are accompanied by descriptions of the actual 
project experiences that served as bases for the ste; Several 
materials generated during the project are appended, related 
publications are available as VT 020 388- VT 020 340 in this issue. 
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Total mnher of paid employees in department: Pull-time Part-time 

■ype(s) of dysfunction treated: Psychosocial _ Physical Other 

Tyne(s) of service: Acute/Restorative Preventive Maintenance 

Age range of natients/clients No. of volunteer hours — 



Staffing Pa ttern (Begin with Depa rtm ent Head) 

1 . Title 

Number of Fmp 1 oyees FuTl^tTme Part-time" 

Minimal c ormal Training Required 



Minimum experience required" 



Required qualifi cation (s) : Licens'ure Certification Registration 
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Number of Fmnfo"yocs Eul 1 -time Part-time 



Minimal Formal Training Required 



Minimum experience required 
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(Include organizational chart for total facility ) 

Occupational Analyst 

Occupational Therapist 

Typist 



Reviewed by 



r ftltlel TdateT 

(This form adapted from one developed by the United States Department of 
Labor, Manpower Administration, Division of Occupational Analysis and 
Career Information.) 
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5. Title ^ 
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Minimum formal training required 

Minimum experience required 

Required qualif ication(s) : Licensure Certification Registration 
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Number of Employees Full-time Part-time 

Minimum formal training required 

Minimum experience required 

Required qualif ication(s) : Licensure Certification Registration 

7. Title ^ 

Number of Employees Full-time Part-time ~~ 

Minimum formal training required ~" 

Minimum experience required 

Required qualif ication(s) : Licensure Certification Registration 

8. Title 

Number ot Employees Full-time Part-time 

Minimum formal training required 

Minimum experience required 

Required qualification(s) : Licensure _ Certification Registration 
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Form B - Occupational Therapy Analysis 



Position Title 

Function: Patient/Client Service 

Non-Patient Education 

Administration 

Research 

Consultation 

Other: 



Dutv: 



Type of Duty: Independent Sequential Step 

Tas k # Task Des c ription DPT 



Estimated Worker Trait Requirements: 



Interests 
O.E.D. 
S.V.P. 
Antitudes 

Facility # 



12 3 4 

12 3 4 

12 3 4 

C V 



5 6 7 8 9 0 
5 6 

5 6 7 8 9 

M S 



Temperament 
Phys. Activity 
Rnviron. Cond. 
P Q K 



1 2 3 4 5 .1 7 8 9 0 X Y 
SLMHV 23456 
I 0 3 2 3 4 S 6 7 

P M E C 



Team # 



Pajje # 
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1. List the titles of departmental personnel who perform this duty: 



Is direction or supervision ever siven? Yes No If yes: 



To whom? 
By whom? 
When? 

To what degree? 



How was this duty Lamed? mie(s) „ f ons 

Fors.,1 academic education """ <5 " •«*«■«•« «*. «"tv 

Forinal continuing education ~ " — ' 

On-the-job training — " — 



4. How many times must this duty be done on the job hefore performance is 
adequate? 

5. Is there a regulation that specifies minimum nullifications for persons 
permitted to perform this duty? v 8s n 0 jf yes . 

What are these qualifications? 

What is the source of this regulation (e.g., legal requirement, 

hospital policy, etc.)? 



How much time is normally required to perform this duty? 



7. How often is it done? times per 

(frequency) (day, week, month)" 

8. Definition of technical terms and/or special equipment (continue on 
reverse side if necessary.) 
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SAMPLE INVOICE FOR TYPING SERVICES 



Name and address of agency providing services: 



Name of typist: 

Date(s): 

Please fill in one: pages @ $ per page TOTAL $ 

hours @ $ per hour TOTAL $ 

Payment to be remitted to: 



Authorized for payment by: 

'team member) " - 

Authorized for payment by: 

(R. Hartsook, Project Administrator) 

Please remit to: Mrs. L. Jones 

B-216 Starling-Loving Building 
University Hospitals 
410 West 10th Avenue 
Columbus, Ohio 43210 
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Occupational Therapy Analysis 
Expense Sheet 

Occupational Analysis Teams 



Team # Team Member 



1. 


Commercial Travel (Plane, Bus, Etc.): 

Date Type From To 


Cost 










II. 


HI leage: 
Date 


From To 


Total Miles 














Total 




III. 


Local Travel 
Date 


(Taxi, Bus, Limousine): 
From To 


Cost 










IV. 


Lodg I ng : 
Date(s) 


Town/City & State Name Hotel/Hotel 


Cost 










V. 


Special Expense (I.e., Parking, Locker, etc.): 
Date Reason Place 


Cost 











VI. Food Costs 

Date Breakfast^ Lunch Dinner Total for 



VI I • Telephone 

Date From To Cost 
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OCCUPATIONAL THERAPIST, REGISTERED CONSULTANT ACTIVITIES REPORT 
Da te Place Activities # Hours 



I. 
2. 

3. 
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5. 
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11. 
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13. 
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15. 
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20. 
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Attachment to Scheduling Confirmation Letter 



If the above name, title, and address are incorrect, please correct. 

Are there hosnital policies about which the occupational analysis 
team should know when they are observing? 

Ycs \'o feirele) 

If yes, what are thev? 



;io you wish for us to send vou the completed job description for 
occupational therapy? 

Yes No fcircle) 

Would you, pe-sonally, ho willing to review a checklist of worker 
characteristics compiled from this data and make written comments sometime 
during the occupational analysts' team's visit? fThis would require about 
an hour of your time.) 

Yes No fcircle) 

If your facility has a joh description of occupational therapv 
personnel, would vou nlease return a conv with this questionnaire?' 
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Attachment to Letter Requesting Facility Suggested Dates 
for Occupational Analysis 



If the above name, title, and address are incorrect, please correct. 

What are the best dates for conducting the job analvsis? fTwo work davs 
between November 20 and December 18, 1070.) 



1st 


Choice: 


nay 1 


Pay 2 fif neccssarv) 


Day 3 


2nd 


Choice: 








3rd 


Choice : 




-- ! 





Whom should we contact to make final arrangements? 
Name : 
Title: 



Telephone number: 



How does one eet to your facility? 

Please sive instructions for auto.) 



in 



When they have arrived at the facility, with whom should thev check, to 
be directed to the department? 



Which is your nreference fCheck one) 

You will make arrangements for the team to interview the following 
three neople; f A 1 1 interviews to he on day three, if possible) 



Name 



Title 
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Continuation Page of Attachment to Letter Requesting Facility Suggested 

Dates for Occupational Analysis 

You nrefer that the team make arrangements to interview the following 
three people: 

Name Title Telephone Number 
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Choice of dates: (all interviews to be on day three if possible) 
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